EMPLOYMENT OPPORTUNITY
Finance Officer
Applications are invited for the position of Finance Officer for the Town Of Norman Wells, Northwest Territories. 
The Finance Officer reports directly to the Director of Finance and is responsible for preparation of monthly Utility bills, maintaining cash controls, preparing payroll, maintaining and managing accounts receivables and payables. 

To learn more about Norman Wells go to www.normanwells.com.

The Finance Officer would normally attain the required knowledge, skills and attitudes through completion of a Diploma in Accounting or Business Administration and/or  related financial experience.   

The position requirements would include:

· Administer and monitor the financial system to ensure the municipal finances are maintained;

· Maintain the utilities and general accounts receivable systems to ensure complete records of all moneys;
· Administer employee files and records in order to ensure accurate payment of benefits and allowances;

· Administer the bi-weekly payroll;

· Perform other related duties as required;

The incumbent must have proficient knowledge in the following areas: 

· Computerized accounting programs and Excel
· Accounts payable and accounts receivables; payroll systems & reporting
· Generally accepted accounting principles; administration of employee benefits

· Preparation of financial reports; 

Compensation and benefits are very competitive.  For a copy of the complete job description or other information please contact the Town office.   Complete resumes with references must be addressed to:

Director of Finance
Town of Norman Wells

Box 5

Norman Wells, NT

X0E 0V0

Phone:
867-587-3704          Fax:  867-587-3701           Email: finmgr@normanwells.com

Please submit your resume on or before 3:00 p.m. February 24, 2012;  We thank all those who apply, but only those selected for an interview will be contacted.  

